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Christian care for families



 
Diocese of Birmingham

ROLE DESCRIPTION

FINANCE & DIOCESAN SERVICES UNIT 
DIOCESAN MEMBERS’ COORDINATOR

Responsibilities:
· Maintain a list of Diocesan Members with contact details including email address and record of whether they have been enrolled.
· Decide amount of annual subs with Trustees and Treasurer and notify members.
· Record Subs paid, Families First etc as received in the office and when notified to you by the Secretary.

· Remind members if subs are not paid by end April or FF money 

· Keep members updated about Diocesan events and encourage them to attend.

· Notify Group Coordinators of Diocesan Members in their Group and ask to invite to Group events.
· Contact members regularly and send Diocesan President a copy of all communications. DP may wish to add her own message.

· Report to Trustees as and when requested.
· Distribute Birmingham Link to all members

· Distribute Families Worldwide twice a year to all members who do not receive Families First. 
· Send forms for renewal of membership in January.
· Distribute Wave of Prayer to every member with membership renewal form in January.

· Take opportunities to increase membership, and send application for membership form with information about MU to anyone interested.
· Invite members to be enrolled at Group or Diocesan service.

· Complete Diocesan Members’ Return in January.
· Arrange opportunities for Diocesan Members to meet
The Diocesan Members’ Coordinator is agreed by Diocesan Council and is a member of the Board of Trustees. The position is for 3 years with option of a further 3 years by agreement of the Council.
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